CREATING A TRANSFER

(VIA SPREADSHEET UPLOAD) ICT

QuicK REFERENCE GUIDE ICT-2

The purpose of this Quick Reference Guide is to provide step-by-step instructions on how Intercompany (IC)
Transfer Entry Users can enter transfers via North Carolina Financial System’s (NCFS) Spreadsheet Upload
functionality.

Overview

Intercompany transactions are cash transfers occurring between two or more budget funds, either within the
same organization or between two organizations. NCFS provides the capability for users to enter transfers via
a spreadsheet (outside of the system). Prior to being able to access the NCFS spreadsheet, the Application
Development Framework Desktop Integration (ADFDI) plug-in must first be installed. Please reference our
“Installing Application (ADFDI)” QRG for more information on how to download and install ADFDI plug-in on
your device. The NCFS spreadsheet allows users to enter a single transfer or multiple transfers at a time. This
spreadsheet can be accessed via Microsoft Excel without logging directly into NCFS as the spreadsheet is
connected through an interface. Entering transfers via Spreadsheet Upload is broken down into three distinct
sections: accessing, entering, and uploading.

Key Terms
ADFDI Oracle Application Development Framework Desktop Integration
Spreadsheet Upload Spreadsheet capability to interface bulk transactions into Oracle Cloud
Financials
Intercompany Transaction Intercompany transactions are cash transfers occurring between two or

more budget funds, either within the same organization or between two
organizations.

Information needed to complete this process

Transaction Type (IC Transfer Out)
Account Number (Natural Account)
Debit and Credit

Receiver

Batch Number

Provider

Currency

Batch Date

Accounting Date

Batch Description

Transaction Number

Batch Context
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QRG ICT-2 — Creating a Transfer (via Spreadsheet Upload)

Outputs of this process

o Completed Intercompany Transfer

Accessing the NCFS Spreadsheet

To access the NCFS Spreadsheet, please follow the steps below.

1. Access the NCFS Home Page and click the Intercompany Accounting icon.

Good morning, TRAIN_IC_ENTRY!

The Intercompany Accounting icon on the NCFS Homepage

2. Click the Transactions app.

Good morning, TRAIN_IC_ENTRY!

The Transactions icon on the NCFS Homepage
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QRG ICT-2 — Creating a Transfer (via Spreadsheet Upload)

3. Click the Tasks icon to open the task list.

Overview

4 Intercompany Transactions

@
Requiring Attention  Mew  Impon Emors

View w s Detach L&)
7’

Transaction " . . . Accounting  Batch

Status Transaction Amount Accounted Amount Transaction Type Provider Receiver Issue Period Number

Hejected 100,00 USD 100.00 USDY G Transter Out Oct.20 2168

Error -50.00 USD -50.00 USDr WG Transfer Out Ooct-20 2064

Error -100.00 USD -100.00 USD 1G Transter Out et

e 8000 USD 50.00 USD IC Transber Out t 2

00 USD G s Ot Ot-20
Oct-20 2

The Task icon on the Transactions screen.

4. From the task list, click Create Transactions in Spreadsheet.

Overview

4 Intercompany Transactions

Requiring Attention  New E
Vieww J E " Detach - : P I
”

Transaction " e A dA T " i 5

Status Type Prévider Receiver Is
Rejected 100.00 USD 100.00 USD  IC Transfer Out 0500 DEPARTMENT 1400 OFFICE OF TH n
Error -50.00 USD -50.00 USD  IC Transfer Out DEPARTME T
Error -100.00 USD -100.00 USD  IC Transfer Out T
Error -5 ) USD -50.00 USD IC Transfer Out T
Transterred to r -50.00 USD -50.00 USD  IC Transfer Out D

Error -5 ) USD -50.00 USD IC Transfer Out 1500 DEPARTMENT T
Teaoctorad to o . an LoD o Tenera o

Create Transactions in Spreadsheet on the Transaction
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5. Inthe bottom left-hand corner, click the Microsoft Excel Document.

Overview

4 |Inercompany Transaclions

Requiting Attention

o Transte ’
vwe S § E Detach ¢ . o T
p * Manage Approv
Transaction : . Accot
Status Transaction Amount Accounted Amount Transaction Type Provider Receiver Issue Perioc
Fe
1 )
Tra
C Traresh
D IC Tra
SO IC Tra A
o ]

Accessing the NCFS Spreadsheet

6. Inthe upper middle portion of the screen, click Enable Editing.

File Home Insert Draw Page Layout Formulas Data Review View Deloitte Tools Help Acrobat L2 Search

'@ PROTECTED VIEW Be careful—files from the Intemnet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing

D6 - Jr

A B
ORACLE

o~ (KN

|
M= O

-
@

i

15
16
17
18
19

Enable Editing Button

User Tip: Pop Up Blockers should be turned off for the NCFS System.

N
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7. A popup will appear asking you to Connect to NCFS. Click [YES].

File Home Insert Draw  Page Layout Formulas Dats  Review View  Help  Acobat }? Search

> X =_ : e 3 B = | B = R ® N
i B [ === |Buem TN SN e
S, B 1| H-[&-A = == Bu $-%9 WA : - & & ;

Cipbowed % = Migrement Nomser Sty Cols idbng Sermisvity Al
% f

4A B e — E F G H 1
 ORACLE

o You aré sbout 1o connect 1o the following spplication URL:

eServiet

Do you want to connect?

O e

Intercompany Single Batch . @® . »
— —mm = e e

NCFS Spreadsheet Connection Pop Up Screen

8. Click Company Single Sign-On.

File Home Insert Draw  Pagelsyout Formulas Data Review View Help  Acobat £ Search

Ty |BTu-H-[&2-4 %9 e s | @ ¢
Clipbosd & Font : Celis Editing
06 3 HEIN

ORACLE APPLICATIONS

CLOUD G L_H

passvond
— _|
| Sign In ’

! [Ergieh 7 ‘

NCFS Spreadsheet Company Single Sign-On
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9. Enter your NCID Login information.

File Home Insert Draw Page Layout Formulas Data Review View Help Acrobat £ search
Clipboard & Aligr Editing
D& fi &
| \ r*yp! :
A B : NCID 2 H
2 ORACLE ’
5
]
7
3
g
10
1
12
13
16 WARINIG: This 53 S
Bt o @) )
18 § |
19
NCID Login
Entering Transfers
To enter transfer information in the NCFS Spreadsheet, please follow the steps below.
1. Enter the Provider, Transaction Type, Batch Date, Accounting Date and Additional Batch
Information.
File Home Insert Draw Page Layout Formulas Data Review View Deloitte Tools Help Create Intercompany Batches O Search
: I (2 Ml E [}
dAdLFHFD RBE R
Login Logout Clear Edit About Save Submit Status
All Data Options Viewer
Workbook Worksheet
D6 fx 2386
B (o} D E F G I J
2 ORACLE create Single Intercompany Batch with Account Distributions
5 * Required
6 *Batch Number 2386 Batch Description
7 *Provider Note to Receivers
8 *Currency USD Conversion Rate Type Corporate
9 *Transaction Type Additional Batch Information
10 *Batch Date Worksheet Status
1" *Accounting Date
12
NCFS Spreadsheet Screen
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O User Tip: To enter the Provider, Transaction Type, and Additional Batch
Information users must double click in the field to bring up a pop up with

=
=
3

search options.

2. Scroll down to the Account Distributions section. Enter the Transaction Number, Receiver, Provider

Distribution Number, and Provider Account.

ORACLE Ccreate Single Intercompany Batch with Account Distributions

* Required

*Batch Number 2386 Batch Description
*Provider 0500 DEPARTMENT OF THE SE Note to Receivers
*Currency USD Conversion Rate Type Corporate
*Transaction Type IC Transfer Out Additional Batch Information TF-4-E-PAYMENT
*Batch Date 1/27/2021 Waorksheet Status

*Accounting Date 1/27/2021

Account Distributions

Distribution
Changed Row Status *Transaction Number *Receiver Number *Provider Account

provider Provider
rblk Credit

NCFS Spreadsheet Screen

3. Enter the Provider Debit, Provider Distribution Description (optional), Receiver Distribution

Number.

ompany Batch with Account Distributions

Batch Description
Note to Receivers
Conversion Rate Type Corporate
| Batch Inf tion TF-4-E-PAYMENT

Worksheet Status
|Provider |Receiver
Distribution Provider Provider Provider Distribution Distribution
¢Transaction Number *Receiver Number *Provider Account Debit  Credit  Description ' Number
1/0100 INTERNAL THE GENERAL ASSEMBLY | 0500-013200-00001000-0000000-0 200.00 1C Transfer
Account Distribution Screen
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4. Enter the Receiver Account, Receiver Credit, Receiver Distribution Description (optional).

Recelver | |
ovider d d ib ‘Distribution Receiver Receiver Receiy
bit  Credit  Description ! b A t ‘Debit  Credit  Description ransaction Description
200.00 IC Transfer 0100-011000-00001000-0000000-0000000-000{ 20000 IC Transfer

Account Distribution Screen

5. Users must click Save prior to clicking Submit to upload the transaction and submit it for approval.

File Home Insert Draw Fage Layout Formulas Data  Review View Deloitte Tools Help Create Intercompany Batches  Acrobat £ Search

Legin Logout  Clear Edit About
All Data Options

Workbook
Q16 fi
B c D E F G H I J K
2 ORACLE' create Single Intercompany Batch with Account Distributions
E i lm‘““'ﬂalx:h HNumber 2356 ] Batch Description
T *Provider 0500 DEPARTMENT OF THE Sl Note to Receivers
B *Currency LS50 Conversion Rate Type Corpoate
g *Transaction Type 1C Transfer Out Additional Batch Information 1+-4-£-207MENT
10 *Batch Date 1/27/2021 ‘Worksheet Status
1 *Accounting Date 1/27/2021
12
13 Account Distributions
- - - - - -
Provider Provider Provider Distribution bi
15 Changed Row Status *Transaction Number *Receiver Number  *Provider Account Debit  Credit M
16 (& 1/0100 INTERNAL THE GENERAL ASSEMBLY | 0500-01320:0-00001000-0000000-00 200,00 IC Transfer
s
Submission option on the NCFS Spreadsheet Screen
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6. A pop will appear confirmation your submission. Click OK.

T EPRINY

All Data Options
Qie " Jx .

n T F G H I J K

ORACLE Ccreate Single Intercompany Batch with Acc

86 Balch Descriplion

rovides: 0500 DEPARTMENT OF THE 51 Note lo Receivers
D Conversion Rate Type Cfosl

Adbbitional Balch Information Tl e 0 o

Dales 17 Worksheel Status

1 *hccounling Date 1737/7031 o

13 Account Distributions

E
5

L Provider Provider Provider il
15 Changed Rerw Status *Transaction Number *Recetver Number *Provider Account Debit  Credit  Description Numibser Re
:u? Row inserted succossiully 10100 INTERMAL THE GENERAL ASSEMELY  [0500-01 2200-00001 000-0000000-00 200,00 IC Transher 101
i
Submission confirmation notification on the NCFS Spreadsheet Screen
Wrap Up

Users can use the NCFS Spreadsheet to upload multiple or single transfers. There must be details submitted
by the providing and receiving agency before completion. Once the Transfer is complete, it is pending
approval by OSC Central Compliance. Once transfers are approved, they will be posted to the General Ledger
by OSC as well. As OSC Central Compliance reviews and rejects a transfer, they will attach a completed
rejection document to the transaction such that you know why the transfer is being rejected. Transfer Entry
users should navigate daily to The Intercompany Accounting Module = Transactions = Requiring Attention
Dashboard. Here users can find transactions that require your attention, including rejected transfers. Please
review and take the appropriate action on these transfers daily.

Additional Resources

For more information on Creating Transfers please review the following materials:

Web Based Training (WBT)
e None

Instructor Led Training (ILT)
e IC 100: Transfer Entry and Receiving

Quick Reference Guides (QRGs)
e Receiving and Completing a Transfer (manually)
e Creating a Transfer (manually)
e Searching for Transfers
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